ED 056 501

AUTHOR
TITLE

INSTITUTION

SPONS AGENCY
REPORT NO

PUB DATE
NOTE
AVAYLABLE FROM

EDRS PRICE
DESCRIPTORS

ABSTRACT

DOCUMENT RESUME
EM 009 358

Fuller, Julia M., Ed.

Designiny Good Slides; An Instructive
Communication.

Public Health Service (DHEW),
Diseasa Control.

public Health Service (DHEW), Washington, D.C.
PHS-Pub-2196

Jun 71

62p.

Superintendent of Documents, U. S. Government

Printing Office, Washington, D. C. 20402 (Wo.

1723-0050, 60¢)

Atlanta, Ga. Center for

MF-$0.65 KC-$3.29 -

Audiovisual Aids; Composition (Literary):
#Tllustrations; Photocomposition; Photographs;
Programed Texts; *Slides; *Speeches

The use of 35 mm slides in speeches is becoming

increasingly popular--good visuals help to demonstrate and clarify

ideas presented in a speech as well as retain the interest of

the

audience. Tn the style of a programed text this guide details a
procedure for designing offective slides for the different formats

which can be used. Areas in designing th-~
include selecting a way to present the puint,

visuals which are covered
nraparing sketches,

developing pictorial or nonpictorial artwork and copy, composing

artwork without copy,
designing title sketches, organizing the materials,

uss ng photographs with or without copy,
informing the

artist, correcting copy and artwork and checking finished slides.

(SH)



U.S. DEPARTMENT OF HEALTH
EDUCATION & WELFARE
OFFICE OF EDUCATION

THIS DOCUMENT HAS BEEN REPRO.
DUCED EXACTLY As RECEIVED FROM
THE PERSON OR ORGANIZATION ORIG-
INATING IT. POINTS OF VIEW OR OPIN-
IONS STATED DO NOT NECESSARILY
REPRESENT OFFICIAL OFFICE OF EpU.
CATION POSITION OR POLICY.




. 1

Svamg

P
SR

Full Tt Provided by ERIC

-~

LN




An Instructive Communication

U.S. DEPARTMENT OF HEALTH, EDUCATION, AND WELFARE

Public Health Service
Health Services and Menta! Health Administration
Canter for Disease Control
Atlanta, Georgla 30333



PRODUCED BY CDC TRAINING PROGRAM

Methods Development Branch

INSTRUCTIVE COMMUNICATIONS ACTIVITY SUBJECT MATTER SPECIALIST
Richard E. Lincoln, Chief Dor: M. Lovell, Chief
Chery! D. Marlowe, Analyst-Writer Creative Arts Activity
Phyliss W. Richardson, Analyst-Writer E ducational Media Branch

Julia M. Fuller, Editor

Public Health Service Publication No. 2196
June, 1971 :

UNITED STATES GCVERNMENT PRINTING OFFICE
WASHINGTON, D.C.: 1971

&

Q For sale by the Superintendent of Documents, U.S. Government Printing Office
: ' Washington, D.C. 20402 - Price 60 cents
& Stock Number-1723-0050




contents

HOWTGUSE THISGUIDE .+« « v o v v e e e e e e |
INTRODUCTION .+ o v o e e e e e e e e e e e e

DEFINITIONSOFTERMS . . . .. .. oo oo v v

'SELECTING A WAY TO PRESENT THE POINT . . . ..

PREPARING SKETCHES (COPYONLY). . . .. .. ...
PICTORIAL ARTWORK AND COPY INLINES . . .. ..

PICTORIAL OR NONPICTORIAL ARTWORK
WITHCOPYORLABELS .. .. ... .. .......

ARTWORK —NOCOPY . ... ovovneenn -
PHOTOGRAPH WITH OR WITHOUT COPY . . ... ..
TITLESKETCHES &+ o v v vt e e e i eeea e
ORGANIZING MATERIALS . . « v o v cve v ev e e o
INFORMING ARTIST . o vt veo oot eee e e
CORRECTING COPY AND ARTWORK . . .. ......
CHECKING FINISHEDSLIDES . . . « v oo v oo -

SAMPLE SKETC:1 FORM

o



how to use this guide

This Guide is designed to be used each time you want to illustrate
mcterial in & formal presentation with 35 mm double-frarme slides.

After you have prepared an outline of your spesch and have selected
the points that need illustration, you have to decide which format
to use in each instance — copy (written raterial) only, drawing,
photograph, or a combination of these.

This Guide provides a step-by-step procedure ‘for each format. For
instance, if you want to design a slide with copy only, you would go
through a different procedure than that for a slide with photogiaph
and copy. |f you read the steps carefully and follow all instructions,
this Guide should prove effective in helping you plan illustrations
for your presentations.
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introduction

The use of visuals when making presentations is becoming
increasingly popular. Good visuals help to demonstrate and
clarify your ideas as well as retain the interest of the
audience; poorly designed visuals have the oppcsite effect.

A good visual has certain basic qualities:

1. Error free — The visual should contain no mathe-
matical or grammatical errors.

2. Legibility — The visual should not be overcrowded
with copy and/or artwork.

3. Proper Use of Color — When coloi i~ used for
identification purposes, it must be .e correct
color.

There are two general pioblems faced by people who design
visuals: (1) how to ensure that the contents of the visual

will be accurate and legible, and (2) how to ensure that the
rough sketches for the visual will be interpreted correctly
by the artist who will produce camera-ready art.

A procedure {or overcoming those problems and designing
good 35 mm slides is set forth in this Guide in step-by-step
instructions. In general, the procedure requires that you:
(1) decide how to present the information on each
slide; then carefully examine the way the infocrma-
tion is presented;
(2) produce a rough-sketch of each slide;
(3) meet with an artist to discuss the rough sketches;

(4) check the copy and artwork the artist produces;

(5) check the finished slides for legibility.



definitions of terms

As you proceed through this Guide, you will find several terms used that may not be
familiar to you. To be certain that you understand the terminology, read the following
definitions carefully before using the Guide.

Artwork

Camera-ready

Copy
Format/Layout

Labels

Rough Sketch

anything lother than copy) to appear o a slide that must be drawn or
painted, such as lines and circles as well as realistic or cartoon
drawings

artwork and/or copy thatis in its final form and will be photographed
to make the finished slide

words, letters, or numbers
arrargement of the elements {copy ana/or artwork) on the slide

copy with arrows or identifying lines pointing to specific areas of
artwork or photograptis

a quick rendering of the proposed layout in which color, illustrations,
and copy apPear approximately as they will on the finished slide



ave you already decide
which points in your

' presentation you need to
illustrate? If not, do so now.
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designing slides

SELECTING A WAY TO PRESENT THE POINT

1. When designing slides, you will need several items to
make the rough sketches from which the artist prepares
camera-ready material. Assemble these items now:

—a pad of scratch paper

—pencils with erasers

—colored pencils (if your slides will require color)

—a ruler

—copies of the SKETCH FORM
You will find a sampie Skeich Form in the back
of this booklet. Count the number of points you
wish to illustrate and make several more copies
of the Sketch Form than the number of points
you have to illustrate (use any duplicating
machine or draw them).

)

The first step in designing any slide is to formulate
your reason for it; tiat is, to state the idea you wart
the slide to illustrate or what effect you want it iG bave
on the audience.

Careful consideration of your material at this point will
make all subsequent steps casier.

10
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SELECTING A WAY TO PRESENT THE POINT

For each point you wish to illustrate, do the following: Example from a presentation on water po

A. Write a descriptive paragraph that includes

—your reason or need for the slide —> I want my audience to se

of water helps to purify
show filtration beds (24
greded gravel), the dire
water, and what happens
the water.

|

M\/

'Example from a presentation on malnutr

—the necessary items, parts, colors, etc. that must : I want my audience to sq
be included in the slide appearance of the eyes
serious deficiency of V
to show a diagram of a
normal size and color a
diseased eye showing sw

flamed tissue area.

Y

B. Check reference material to be certain your

statements are valid and up-to-date. /-/\//_\ ~— A




TO PRESENT THE POINT
p illustrate, do the following:

e paragraph that includes

reed for the slide

Y

lfms parts, colors, etc. that must —

lw slide
¢ material to be certain your

lid and up-to-date.
13

.

Y

Example from a presentation on water poliution

I want my audience to see how the filtration
of water helps to purify it. I will bave to
show filtration beds (24" of sand and 18" of
graded gravel), the direction of the flow of
water, and what happens to the impurities in
the water.

L~ —— T T N

'Example from a presentation on malnutrition

I want my audience to see the characteristic
appearance of the eyes when a child has a
serious deficiency of Vitamin A, I will want
to show a diagram of a normal eye showing
normal size and color and a diagram of a
diseased eye showing swelling and red in-
flamed tissue area.

uJ”"’\\‘\-—f’—"~\\\-__f"/~“—,—~\__—~‘/,“\‘—~
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SELECTING A WAY TO PRESENT THE POINT

3. Now, choose one of your points and examine the
descriptive paragraph:

—Is there a generally accepted format for presenting
information of this type?

—Are there also other effective formats for presenting
it? (See chart below for some general suggestions.)

Write down the possibilities if there are several.

TYPES OF FORMATS

MATERIAL PICTORIAL NONPICTORIAL PHOTOGRAPH
TO BE COPY ARTWORK WITH ARTWORK WITH ARTWORK WITH OR WITHOUT
ILLUSTRATED ONLY COPY OR LABELS COPY ONLY COPY OR LABELS
STATISTICAL Pictograph* Bar Graph .
MATERIAL Pie Chart '
Line Graph
Statistical
Table
PROCEDURES OR tines of Pictorial Flow Chart
ABSTRACT IDEAS || copy examples Schematic
with explana- Diagram
tory copy Pert Chart
Gantt Chart
OBJECTS OR Cross section, Map with copy Cross section, Photograph of
AREAS side view, or or labels - side view, or object or area
entire object entire object with or without
with labels - copy or labels’
or cosy i

*Statistical material illustrated by pictorial forms that can vary in Size, color,grpumber to indii:éte change (e.g., various sizes of baskets of wheat
to show 9grain production). - ’

ERIC 12
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'SELECTING A WAY TO PRESENT THE POINT

4.

From what you know about your audience, which of
the formats you listed would best communicate the
point to them? (For example, to illustrate statistical
material to a young audience, you would select a
pictograph, perhaps with cartoon figures, instead of
using a line graph or statistical table.)

Into which of the following categories does your way
of presenting the point fall?

(2) Copy (written material) only —Go to Page 6.

(b) Realistic drawing or cartoon drawing and lines
of copy (written material) —Go to Page 10.

(c) Realistic drawing or cartoon drawing and
copy labeling the drawing with or without a
title —Go to Page 20.

(d) Nonpictorial drawing and copy with or with-
out a title.

Diagram with copy

Bar chart or pie chart with copy
Table with copy

Graph with copy

Map with copy

Go to Page 20.

(e) Pictorial or nonpictorial drawing; no copy
except for title —Go to Page 28.

(f) Photograph with or without copy —Go to
Page 32.

e
&y’



PREPARING SKETCHES (COPY ONLY) /

1. Read over the descriptive paragraph to review the items
that must be included in the slide.

F- % A I st

2. On a piece of scratch paper write out the copy; don’t A &
include a title at this point. =4
Revise as follows: & o ‘ g

Mark out any information not essential to the d . 2l
point. ]

: 7
Make the wording as simple and concise as you 991 ¢k

can. (Remember, the slide is an “aid”; you will be
verbally explaining it)

Y

3. Are there any technical terms which a large number of EXAMPLE: Audience co
persons in the audience could not define?

] YES—Change the technical terms to lay terms 4 o
1 Then continue. |
—\ WO
: NO—Continue. W oy

14
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PREPARING SKETCHES (COPY ONLY)

4, Are there any lay terms which would insult a large EXAMPLE: Audience consists o
number of persons in the audience?
YES—Change to appropriate technical termsm———_ ; 2
e to approp NG O el de

NO-—Continue. \ |
ol

5. CHECK for mathematical or grammatical errors now. \ ¢

6. Rewrite the copy, if necessary, allowing a maximum
of six words per line. How many lines are there?

SEVEN
or fewer—Go to Step 8.

MORE
than seven—Too many for one slide.
Continue.

7. Is there an appropriate place to divide the copy so
that each part has seven or fewer lines? Try grouping

related items and divide between the groups.
one

slide

YES—Mark the division (each division will be
developed as a separate slide) >
Go to Step 8; coraplete the procedure for
each division of copy.

NO--Try revising the copy to seven lines or
fewer. If you succeed, go to Step 8; if
not, return to Page 4, Ster 3, and select

I one
IS
:
:; another way to present the point.
i

slide

’

15
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PREPARING SKETCHES (COPY ONLY)

8. You’ll need the following things to do the rough
sketch that you will submit to the artist:

@ the prepared copy

® copies of the Sketch Form
® a pencil
@ a typewriter

0. Will the slide need a title?
YES—Continue.

NO—Go to Step 11.

10. Compose the title and type it near ihe top Of the
6” x 47 rectangle on the Sketch Form.

IF the tiile nas more than four woids, use both

Y

upper- and lowercase letters

IF the title has four or fewer words, you may
use uppercase oaly. '

L

-3

INSTRUCTIONS

GENERAL:

CRITICAL COLOR:

AIDS:

)

-

_—

Changes the Patiq




(COPY ONLY)

‘ing things to do the rough
mit to the artist:

py

Y

etch Form

Bd type it near the top of the
hie Sketch Form.

§ nore than four words, use both

Bt case letters

four or fewer words, you may
'ly.

TYPE:

NO.:

COPIES:

INSTRUCTIONS

GENERAL:

CRITICAL COLOR:

AIDS:

——" an o
- 6 o
Changes the Patient May Notice
/ TYPE:
- .
NO.:
COPIES:

s -

.
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PREPARING SKETCHES (COPY CNLY)

lA

11. TYPE the copy double-spaced in the rectangle of the

Sketch Form \ Care of Persons g£xposed to Dipt
N
~\\-\~\‘~ Give penicillin by mouth or by injec
to 7 days.

Maintain bed rest.

- TIONS

12. Have you designed a slide for every one of your
points and/or divisions of copy?

YES—Go to Page 50, Step 1.

NO—Return to Page 4 and repeat the design
procedure for each remaining point.

17 L
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.PICTORIAL ARTWORK AND COPY IN LINES

Preparing a Rough Layout

1.

Read over the descriptive paragraph to get a mental
picture of the amount of copy and artwork.Then, on
a sheet of scratch paper, tiock out areas for the
artwork and copy. You may try several before you
decide on one -

If you are unsure which arrangement is best, select
one anyway and develop it into a rough sketch, Later
you can ask the artist to modify the arrangement as
he sees fit.

5 Write out the copy; don’t include a title. Revise as

10

follows:

Mark out any information not essential to the
point.

Make the wording as simple and concise as you
can. (Remember, the slide is an “aid”; you will
be verbally explaining it)

Y




’ IN LINES
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PICTORIAL ARTWORK AND COPY IN LINES

3. Are there any technical terms which a large number
of persons in the audience could not define?

YES—Change technical terms to more familiar
lay terms >
Then continue.

NO—Continue.

4. Are there any lay terms which would insult a large EXAMPLE: Audience consists of medical
number of persons in the audience?

YES—Change the lay terms to appropriate
technical terms —
Then continue.

NO—Continue.

19

5. CHECK for mathematical and grammatical errors
now.




AND COPY IN LINES

terms which a large number
te could not define?

inical terms to more familiar
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Y

EXAMPLE: Audience consists of the general public.

‘&M
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tical and grammatical errors

19
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EXAMPLE: Audience consists of medical doctors.
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PICTORIAL ARTWORK AND COPY IN LINES

6. Will the ARTWORK TAKE UP HALF OR MORE of

the slide?
YES—Continue.
NO-Go to Step 9.

7. Rewrite the copy, if necessary, allowing a maximum
of six words per line. How many lines are there?

THREE
or fewer—Go to Step 11.

MORE
than three—Too many for one slide.
Continue.

8. Is there an appropriate place to divide the copy so
that each part has three or fewer lines?

YES—Mark the division (each division will be

one
slide

Y

A/\/‘"\

developed as a separate slide)
Then po to Step 11.

NO-Try revising the copy to three or fewer
lines. If you succeed, go to Step 11; if
not, return to Page 4 and select another
way to present the point.

NOTE: The size and complexity of the artwork is the
deciding factor for the maximum amount of copy
to use. When in doubt, use LESS copy.

one
slide

20
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PICTORIAL ARTWORK AND COPY IN LINES

9. Rewrite the copy, if necessary, allowing a maximum
of six words per line. How many lines are there?

FOUR
~or fewer—Go to Step 11.

MORE
than four—Too many for one slide.
Continue.

10. Is there an appropriate place to divide the copy so
that each part has four or fewer lines?

YES—Mark the division (each division will be
developed as a separate slide). Then
continue.

NO-Try revising the copy to four or fewer
lines. If you succeed, go to Step 11; if
not, return to Page 4 and select another
way to present the point.

NOTE: The size and complexity of the artwork is the
deciding factor for the maximum amount of copy
to use. When in doubt, use LESS copy.

21

one
slide




COPY IN LINES

v, allowing a maximum
ny lines are there?

r one slide.

b to divide the copy so
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PICTORIAL ARTWORK AND COPY IN LINES

11.

12.

13.

14.

14

Make a rough sketch of the artwork showing only the
essential details. Was the copy divided?

YES—Continue.
NO—-Go to Step 14.

Could the same artwork be used with both divisions
of the copy?

YES—Go to Step 14.

NO—Continue.
Make rough sketches of the illustrations for each
division of copy so that only the essential details

show.

You’ll need the following things to do the rough
sketch that you will submit to the artist:

® the prepared copy and rough artwork

® copies of the Sketch Form
© a pencil

® colored pencils

® a typewriter

22

INSTRUCTIONS

GEXERAL:

I
*  CRITICAL COLOR:
- .

. ALDS:




IN LINES

showing only the
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+h both divisions
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22

INSTRUCTIONS

GENERAL:

I
CRITICAL COLOR:
o~

. 7. Amps:

TYPE:
NO.:

COPIES:
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PICTORIAL ARTWORX AND COPY IN LINES
15. Will the slide need a title?
YES—Continue.

NO—Go to Step 17.

16. Compose the title and type it near the top of the
6” x 4” rectangle on the Sketch Form.

IF the title has more than four words, use both

upper— and lowercase letters

IF it has four or fewer words, you may use
uppercase only.

an
A4

)

Blood Circulation in & Normal Heart

—

_—

TIONS




COPY iN LINES

it near the top of the
h Form.

lan four words, use both
letters

by words, you may use

u— an

/ Blood Circulation in a Normal Heart

Y

/— TYPE:

NO.:

COPIES:

16




PICTORIAL ARTWORK AND COPY IN LINES
17. How many illustrations did you prepare?

ONE—Redraw the same rough illustration neat-
ly in the 6 x 4” rectangle of the Sketch
Form, allowing space for lines of copy. If
there are areas of critical color, shade
lightly with appropriate colored pencils.
[NOTE: A critical coior is a color that
must appear a certain way in order for

~ the slide to illustrate the point.]

TWO—Redraw each rough illustration neatly in
the 6 x 4™ rectangles of separate Sketch
Forms. If there are areas of critical color
shade lightly with appropriate colored
pencils. [NOTE: A critical color is a
color that must appear a certain way in
order for the slide to illustrate the
point.]

18. Are there any areas of critical color (shaded) on your _
sketches? .

INSTRUCTIUNS

YES—In the space labeled “Critical Color” on
each Sketch Form, write a description of
each shaded area; leave a space after each

description -  CRITICAL COLOR: MAW m—-
Cuta elaotect e —

RENERAL:

NO—-Continue.

ALLS:

24 N




PICTORIAL ARTWORK AND COPY IN LINES

19. Should the artist prepare the artwork exactly as you
have indicated?

YES—Write “Prepare artwork exactly as
shown” in the space labeled “General”
on the Sketch Form. Then go to Step 21.

NO-—Give the artist an idea of how you intend
to use the slide aad, if possible, the
predominant audience level (age group,

\

sex, education)

20. Will the artist need visual aids?
YES—Prepare the aids as follows:
(a) Large objects: label with your name.
(b) Photographs: nuinber.

(c) Small aids: put into a large envelope
on which you’ve written your name.

In the space labeled “Aids” on the
Sketch Form, write what each aid is and

INSTRUCTIONS

ENERAL: M-mcow ﬁm
= Vot o WW_,%
a M‘-&Mﬁ&?

CRITICAL COLOR:

AIDS:

——

INSTRUCTIONS

GENERAL:

CRITICAL COLOR: ﬂu‘.’ adaotot 70«.“04}'—

where the artist can find it

NO—Continue.

- AIDS: 6.0“&/ gdw Mobﬂ(a&\?




ND COPY IN LINES

the artwork exactly as you

are artwork exactly as
he space labeled “Gemneral”
b Form. Then go to Step 21.

t an idea of how you inten1
slide and, if possible, the
‘audience level (age group,

1)

W%

aids?

ds as follows:

ects: label with your name.
phs: number.

s: put into a large envelope
you’ve written your name.

¢ labeled “Aids” on the
. write what each aid is and

INSTRUCTIONS
y . y ) V] y YY) » -~ .
GENERAL: Mx.cb.axzr: %WM, —W.
W}EJ Corxpoase A HOotral Oy s
a Ma&&‘,‘?

CRITICAL COLOR:

AlDS:

[
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PICTORIAL ARTWORK AND COPY IN LINES

21.

18

Tvpe the appropriate copy, double-spaced, in the
rectangle of the Sketch Form (or Forms if the copy

Y

=)}

was divided)

26

Below is a cross section of a normal

artery:

Below is a cross section shdwing
/

degenerative changes:
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PICTORIAL ARTWORK AND COPY IN LINES

72. Have you designed a slide for every one of your
points and/or divisions of copy?

YES—Go to Page 49.

NO—Return to Page 4 and repeat the design
procedure for each remaining point.



PICTORIAL OR NONPICTORIAL ARTWORK
WITH COPY OR LABELS

o

1. Read over the descriptive paragraph to get a mental i
picture of the artwork and copy or labels. On a piece
of scratch peper, draw the basic lines of the artwork
in pencil; add only essential details.

2. Write in the copy; do not include a title at this point.

If you are using labels, draw the lines or arrows 4
carefully, being certain they point to the appropriate
area in the artwork - —_

3.  Revise the copy as follows:

Mark out any information not essential to the

point \ 4007
Make tke wording as simple and concise as you

=20

| Number 40 |
of Cases
Reported 100.

o

ERIC 20




ARTWORK

Y

o
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PICTORIAL OR NONPICTORIAL ARTWORK EXAMPLE: Audience consists of the

WITH COPY OR LABELS \ = 6
10,000
4.  Are there any technical terms which a large number
of persons in the audience could not define? %,802 -
. ; 6,000 |
YES—Change thfe technical terms to lay terms Tncome
Then continue. ,
4" in 4,000
NO—Continue. Dollars
\ 2,000

\ .
(Aw.raée y Eese)o
Stmog Ci

N mSHSTRUCTIONS

EXAMPLE: Audience consists of sta

d o

. |«':.\.<'m¢>.1
8,000,
6,000
Income
5.  Are there any lay terms which would insult a large 4 D T\ 4000
number of persons in the audience? oliars
2000,
YES—Change them to appropriate technical
terms 0.
. -~
Then continue. @@
- Smog Ci
NO—Continue. n .

6. CORRECT any mathematical or grammatical errors w“mﬂ&‘s\/
\‘1 ‘ ' nOW. 29 N ‘ :.,.\;




ODRIAL ARTWORK

=X AMPLE: Audience consists of the general pubiic.

Y

A

& crms which a large number
B could not define?

gechnical terms to lay terms

A
C o

6"

Income
in
Dollars

10,000

8,000 ..

6.°° ° -

4,000 4

1

\@@7 B

Smog City Rc,5+ of State

TYPE:

COPLES:

'\
—;
1

N which would insult a large 4
b audience?

Im to appropriate technical

A

ExAViFLE: Audience consists of statisticians.

6= - ——

-g—

atical or grammatica! errors
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PICTORIAL OR NONPICTORIAL ARTWORK
WITH COPY OR LLABELS

7. How many words and numbers are there?

30
or fewer—Go to Step 10.

MORE
than 30—Too many for one slide.
Continue.

8. Is there an appropriate place to divide the copy so
that each part has 30 or fewer words and numnbers?

YES—Mark the division (each division will be

developed as a separate slide)
Then continue.

NO-Try revising the copy to 30 or fewer
words and numbers. If you succeed, go to
Step 10; if not, return to Page 4 and
select another way to present the point.

9. Because the copy was divided #the artwork may now
be inappropriate for both divisions of the copy.

NOT APPROPRIATE—Redraw the rough artwork so
‘that there is an approrriate
illustration or diagram for each
division of copy: then write
the copy that goes with each
illustration or diagram.

APPROPRIATE—You will use the artwork with
both divisions of copy; contin-
ue.

22
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PRIAL ARTWORK
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"
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Spinal Canal

7
4

|

Y
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TYPE:
NO.:

COPIES:




PICTORIAL OR NONPICTORIAL ARTWORK
WITH COPY OR LABELS

10. You’ll need the following things to do the rough
sketch that you will submit to the artist:

® the prepared copy and rough artwork

@ copies of the Sketch Form
® a pencil

® colored pencils

® a typewriter

INSTRUCTIONS

GENERAL

CRITICAL COLGCR:

AIDS:

31



NPICTORIAL ARTWORK
BELS

following things to do the rough
vill submit to the artist:

red copy and rough artwork

the Sketch Form

TYPE:

NO.:

COPIES:

INSTRUCTIONS

GENERAL:

AIDS:

CRITICAL COLOR:




PICTORIAL OR NONPICTORIAL ARTWORK
WITH COPY OR LABELS

11. Wil the slide need a title?

YES—Continue.

NO--Go to Step 13.

12. <ol.pase the title and type it near the top of the A< 2
() K- T ecian gle on the SketCh Form Reported Cases of Bat Rabies
If the title has more than four words, use both _/

upper— and lowercase letters —

IF it ha: four or fewer words, you may use
uppercase only. 4 |

13. Did you revise the artwork because the copy was

divided?

the rectangles of separate Sketch Forms.
Shade areas of critical color lightly with 1]

YU'S—_Redraw each piece of artwork neatly in
J

appropriate colored pencils. [NOTE: a |
critical color is a color which must appear %N
a certair way on tie slide in order to

illustrate the poir.i.)

NO--Redrew th =v.e artwork neatly in the
6” x 47 rectangles of each Sketch Form,
Shade 227 »f ..liicai color lightly with
aopropats colored vencils. NOTF: a
critical color is a cole whicu .r:ust appear
a certain way on 2 slide in order to
llustrate the point.| 3 2




L ARTWORK
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TYPE:
NO.:

COPIES:

WWMTIONS ~.‘\//_"_‘~"\ N\,\/\\_\
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PICTORIAL OR NONPICTORIAL ARTWORK
WITH COPY OR LABELS

14. Are there any areas of critical color (shaded) on your
Sketch Forms?

YES—In the space labeled “Critical Color” on
each Sketch Form, write a description of
each shaded area; leave a space after each
description

m\‘\/————‘*w

INSTRUCTIONS

GENERAL:

P> CRITICAL COLOR: AZAQW &aurx.»

NO—Continue.

15. Should the artist prepare the artwork 2xactly as you
have indicated?

YES--Write “Prepare artwork exactly as
shown” in the space labeled ‘“General”
on the Sketch Form; then go to Step 17.

NO--Give the artist ar idea of how you intend
to use the slide and, if possible, the
predominant avdience level (age group,
sex, education)

Qo ahonoteot Ma.-;,u‘

AIDS:

—-"’\\__\vﬂ_——-w

INSTRUCTIONS

GENEPAL: MMM Le a mﬂi

Mmmt law-
CRITICAL COLOR:

[

AIDS:




RIAL ARTWORK
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INSTRUCTIONS
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CRITICAL COLOR:
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PICTORIAL OR NONPICTOK/AL ARTWORK
WiTH COPY OR LABELS

16. Will the artist need visual aids?

YES—Prepare the aids as foliows: ) w

(a) Large objects: label with your name.

(b) Photographs: number.

(c) Small aids: put into a large envelope
on which you’ve written your name.

INSTRUCTIONS

GENERAL:

CRITICAL COLOR: &Zu@ WW-

In the space labeled “Aids” on the 7 ) 1/
S.etch Form, write what each aid is and g
where the artist can find it P AIDS: /%Zfé}vta,ab P2 wn Dreon Lxrelad

NO—Continue.

an
[+

3

17. Type or print each division of copy in the appropriate

6" x 4” rev.angle of the Sketch Forms — f MUSCLES OF THE STOM

34

26
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INSTRUCTIONS

GENERAL:

CRITICAL COLOR: Crea acteot Procox -
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g ALDS: pMiAa,aL P2 s Crbeon exrelaopc.
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S ]

Y

é
- O
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cardia
g <3t+—fundus
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G~—--circular

>, Obh%UQ

-

TYPE:
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COPIES:

\\_\’
N




PICTORIAL OR NONPICTORIAL ARTWORK
WITH CGPY OR LABELS

18. Have vou designed a slide for every one of your
points and/or divisions of copy?

YES—Go to Page 49.

NO—Return to Page 4, Step 3 and repeat the
design procedure for each remaining
point.

39



ARTWORK-NO COPY

1.

28

Read over the descriptive paragraph to get a mental
picture of the artwork. On a piece of scratch paper,
make a rough sketch in pencil of the artwork,
showing only the essential lines and details.

You’ll need the following things to do the rough
sketch that you will submit to the artist:

® the rough artwork

@ copies of the Sketch Form
® a pencil
® colored pencils
& a typewriter

Will the slide need a title?
YES—Continue.

NO—-Go to Step S.

v

INSTRUCTIONS

GENERAL:

CRITICAL COLOR:

ALDS:
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AIDS:
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ARTWORK-NO CCPY

4, Compose the title and type it near the top of the
6” x 4 rectangle on the Sketch Form.

IF the title has more than four words, use both
upper— and lowercase letters

IF it has four or fewer words, you may use
uppercase only.

5.  Redraw the rough artwork neatly in the rectangle of
the Sketch Form. If vour first illustration is neat
enough, cut it out and tape it in th= rer tangle. Shade
areas of critical color lightly with appropriate colored
pencils. [NOTE: a critical color is a color that must
appear a certain way on a slide in order for the slide
to illustrate the point.}

6.  Are there any areas of critical colur (shaded) cn your
sketch?

YES—In the space labeled ““Critical Color” on
the Sketch Form, write a description of
each shaded area; leave a space after each
description

- [

EEG of Patient Experiencir

/

NO-Continue. 3 '7

Y

TIONS
~ ‘\/'/v—'.

r“~—\~—‘-\“'“;\\~—~J;w-—-“‘"'“\-4——"‘

INSTRUCTIONS

GENERAL:

CRITICAL COLOR: ﬁcu/xzézdcao/ad
Chea wlacuat of

AIDS:
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ARTWORK-NO COPY

7. Should the artist prepare the artwork exactly as you
have indicated?

YES-Write “Prepare artwork exactly as
shown™ in (he space labeled “Ceneral”
on the Sketch Form: then go to Step 9.

NO-Continue. Give the artist an idea of how
you intend to use the slide and, if
possible, the predomiinant audience level

(age group, sex, education)

w

Will the artist need visual aids?
YES-Prepare the aids as follows:

(a) Large objects: label with your name.

(b) Photographs: number.

(¢) Small aids: put into a large envelope
on which you’ve written your name.

In the space laheled “Aids” on the
Sketch Form, write what each 2aid is and

where the artist can find it
Now go to Step 9.

Q NO-Continue
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ARTWORK-NO COPY

9. Have you designed a slide for ¢ - one of your
points?

YES—Go to Page 49.
NO—Return to Page 4, Step 3 and repeat the

design procedure for each remaining
point.



PHOTOGRAPH WITH OR WITHOUT COPY
1. Read over the descriptive paragraph to review your
objective and the items that must be included in the

slides.

On a piece of scratch paper make a list of the things

that should show clearly in the photograph

9

Look through magazines, booklets, photcgraph col-
lections, etc., for a photograph which meets the
requirements on your list. The photograph should
also be of good quality; that is, it should be clear and




THOUT COPY

aragraph to review your
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make a list of the things
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PHOTOGRAPH WITH OR WITHOUT COPY

3. Is the photograph such, a closeup view that the
audience will have difficulty recognizing the subject?

YES
—Continue.

NO-Go to Step 5.

4. Look for an appropriate longshot view to introduce
the subject to the audience.

FOUND—You will make a separate slide forb

each photograph

NOT FOUND—Return to Page 4, Step 3 and select
another way to present the point —
perhaps artwork.




R WITHCQUT COPY
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PHOTOGRAPH WITH OR WITHOUT COPY

S.  Get permission to reproduce the photographs cn
slides and request a print.

Here are some guidelines:

Photographs from Photographs from
Publications Collections

Look for a by-line giving Write or ask the owner for
credit for the photograph. permission.

If there is a by-line, write

for permission to both the

publisher and the photo-

grapher: also request a

print.

If these is no by-line, write
for permission to the pub-
lisher; also request a print.

[NOTE: If you must wait for a reply, you could start the
design procedure on Page 4, Step 3 for any other points.]

6. When permission is received, proceed with Step 7.
Of course, if permission is denied, you’ll have to
select another way of presenting the point — perhaps
artwork; return to Page 4, Step 3.



PHOTOGRAPH WITH OR WITHOUT COPY

7.

10.

Will the slide have copy other than a title?
YES—Continue.

NO—Go to Page 46, Step 29.

* Write out the copy on scratch paper; don’t include a

title at this point.
Revise as follows:

Mark out any information not essential to ths
point.

Make the wording as simple and concise as you
can. (Remember, the slide is an aid; you will be
verbally explaining it) :

Will the copy be labels?




WITHOUT COPY
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PHOTOGRAPH WITH OR WITHOUT COPY
EXAMPLE: Aucience consists of the genera!

W.&x/

11.  Are there anv iechnical terms which a large numbe. : 5
of persons in the audience could not define? i'

WMA«? 28200

YES-Change the technical terms to luy terms - |

NO-Cont.nue.

EXAMPLE: Audience consists of medical do

Seloce aig 7-¥

12. Are there any lay terms which would insult a large m "é’ Sacy Anans
number of persons in the audience? ﬂm

YES—Change the lay terms to appropriate

technical terins —>- \LWW

NO-Continue. N

13. CORRECT any mathematical or grammatical errors 44 S .
Q now. L,/‘/\.—//\_/’

36




HOUT COPY
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PHOTOGRAPH WITH OR WITHOUT COPY

14. Rewrite the copy, if necessary, allowing a maximum
of six words per line.

Will the photograph take up half or more of the slide?
YES—Continue.

NO-Go o Page 39, Step 17.

15. How many lines arc there?

THREE
or fewer—Go to Page 42, Step 22.

MORE
than three—Too many on one slide.
Continue.

16. 1s there an appropriate place to divide the copy so
that each part has three or fewer lines?

YES-Mark the division (each division will be one
developed as a scparate slide) -+ olide
Then go to Page 42, Step 22.

NO-—Try revising the copy to three or fewer
lines. If you succeed, go to Step 22; if
not, return to Page 4, Step 3 and select

. n
another way to present the point. one

slide

45




R WITHOUT COPY
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PHOTOGRAPH WITH OR WITHOUT COPY
17. How many lines are there?

FOUR
or fewer—Go to Step 22.

MORE
than four—Too many on one slide.
Continue.

18. Is there an appropriate place to divide the copy so
that each part has four or fewer lines?

YES—Mark the division (each division wil: be

developed as a separate slide)
Go now to Page 42, Step 22.

NO-Try revising the copy to seven or fewer
lines. If you succeed, continue;if not,
return to Page 4, Step 3 and select
another way to present the point.

NOTE: The amount of detail in the photograph is the

deciding factor for the maximum amount of copy. When in
doubt, use LESS copy.

46
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1 OR WITHOUY COPY
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PHOTOGRAPH WITH OR WITHOUT COPY

19. For a photograph with labels, you must make a tissue
overlay:

A. In the white margin of the photograph, put
GUIDE marks (+) in each corner (these marks
are sometimes called tic marks or registration
})oinfo\

2800 T

Y

B. Cut a piece of tissue to the size of the
photograph; piace the tissue over the face of
the photograph and fasten with tape-

||
g —————————————————re g =]
C. With the overlay in place, carefully trace over R
the guide marks in each corner =1
|
[The corner guide marks enable the tissue over- }
lay, if it is removed, to be replaced in its original :
position.] ;
[}
|
I
]
|
47 |
1
]
. i
v —
lL-———.--.-._.---—-—-——_.f_‘-——"-'iJ
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PHOTOGRAPH WITH OR WITHOUT COPY

CAUTION: When writing on the overlay, any pressure from
the pencil will mark the photograph and will produce distor-
tions in the finished slide. Writing or the reverse side of the
photograph may 2!so mark the photograph.

20. With the overlay still in place, using » soft lead pencil
and a VERY LIGHT TOUCH, draw the arrows or
lines to the exact area on the photograph; write in the

copy

21. With the overlay in place, check the placement of the
copy. Does the copy obscure necessary elements in
the photograph?

YES—Change the location of the copy; make a
new tissue overlay if necessary.

NO—Continue.

Y

43
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PHOTOGRAPH WITH OR WITHOUT COPY

22. You’ll need the following things to do the rough
sketch that you will submit to the artist:

@ the photograph(s) and any prepared copy or
photographs with tissue overlay in place

Y

® copies of the Sketch Form
® a pencil
® a typewriter

49

Co

INSTRUCTIONS

GENERAL:

CRITICAL COLOR:

AIDS:
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PHOTOGRAPH WITH OR WITHOUT COPY
23. Wil the slide need a title?
YES—Continue.

NO-Go to Step 25.

pu—y an

24. After you have composed the title, type it near the - °
top of the 6 x 4 rectangle on each Sketch Form. Appearance of Poliomyelitis
viruses, Magrified 200,000 Times
IF the title has more than four words, use both /
upper— and lowercase letters

IF it 1~s four or fewer words, you may use
uppercase :liy. 4"

NW%—’_" -

50 ..

SN




THOUT COPY
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PHOTOGRAPH WITH OR WITHOUT COPY

25. What part of the slide should the photograph occupy? ~ 6"

Draw a straight line to mark off the area in the Appearance of Poliomyelitis Viruses
Magnified 290,000 Times
rectangle of each Sketch Form.

Number the photograph on the back — avoid
using any pencil pressure. Write “Use photo-

graph number_____ 7 inside the outline
Then attach the photograph to a Sketch F:r:_\ i

Remember, if you are using a longshot photograph to
introduce the subject, keep the photographs in
sequence.

WWW

Al
Lo

i

26. Type the appropriate copy, double-spaced, in the

rectangles of separate Sketch Forms - Appearance of Poliomyelitis Viruscs
Magnified 200,000 Times

If you are using labels, type the copy in the
approximate places. Viruses look like tiny spheres in the elc

microscope.

ZM,@W# 4

T
19

44




| WITHOUT COPY
rul d the photograph occupy?
© M

%k off the area in the
Form
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ing a longshot photograph to
keep the photographs in
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etch Forms

, type the copy in the

|

[ ERIC

- 6" —
| Appearance of Poliomyelitis Viruses
Magnified 200,000 Times
TYPE: \
COPIES:
4!!
/
' ‘
TIONS
" ™\t
- 6" '
) ]
Appearance of Poliomyelitis Viruses
Magnified 200,000 Times
TYPE: _ __§\
Viruses look like tiny spheres in the electron NO
microscope. COPIES:
4‘"
|
Eé i «

TIONS
/—-r——————'Nv\\_."——\-f/\h\-_f\-'—\\—\.__\\—\_'~‘—\~—-

ST AR G B e A R



PHOTOGRAPH WITH OR WITHOUT COPY

27. IMPORTANT: If the copy is divided, there should be
two fonns indicating the closeup; type the copy
division, double-spaced, separately in the 67 x 4”

an
+]

)

rectangles of these Sketch Forms

28. Have you designed a slide for every one of your
points and/or divisions of copy?

YES—Go to Page 49.

NO—Reiurn to Page 4, Step 3 and repeat the
design procedure for each remaining
point.

Aedes aegypti Mosquito
in Adult Stage

Transmits Dengue and Yellow Feve

lr~322RUC T ONS i

e R

— an
- +]

Aedes aegyptl Mosquito
in Adult Stage

Note the white lines on the thorax an

white rings on the tarsi of the legs.

S (B —

kg TIONS A




IR WITHOUT COPY
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TYPE:

COPIES: 3
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Aedes aegypti Mosquito
in Adulrc Stage
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PHOTOGRAPH WITH OR WITHOUT COPY ~

29. You'll need the following items to do e rough
sketch that you will submit to the artist:

(=)

® the photograph(s) i
® copies of the Sketch Form —
¢ a pencil

® a typewriter

INSTRUCTIONS

GENERAL:

30. Will the slide need a title?
YES—Continue.
CRITICAL COLOR:

NO--Go to Step 32.

AlDS:

31. Compose the title and type it near the top of the = & {
; 6” x 4” rectangle on each Sketch Form. ! Rats in the Control Group
s /
IF the title has more than four words use both /
l upper— and lowercase letters —T I
IF it has four or fewer words, you may use |
uppercase only. 4 l

4

: e
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FTHOUT COPY

terns to do the rough
p the artist:
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INSTRUCTIONS

GENERAL:

CRITICAL COLOR:

AlDS:

TYPE:
NO.:

COPIES:
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Rats in the Control Group

TYPE:
NO.:

COPIES:
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PHOTOGRAPH WITH OR WITHOUT COPY
32. Number each photograph that you have on the back
-in the margin area. Write “Use photograph num- }
ber______” in the 6” x 4” rectangle of the Sketch
Form; then attach tte photograph to the Form

'Y

Rats in the Control Gro

33. Have you designed a slide for every one of your
points?

YES—Go to Page 49.

NO-Return to Page 4, Step 3 and repeat the
: design procedure for each remaining
point.




R WITHOUT COPY
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Write “Use photograph num-
» 5 4” rectangle of the Sketch
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a slide for every one of your

e 49.

Page 4, Step 3 and repeat the
rocedure for each remainii3
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Rats in the Control Group

TYPE:
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COPIES:

47

e A



4.

TITLE SKETCHES

Do you want to use any Title slides to introduce your
presentation or to introduce subgroups in your
presentation?

YES--Continue.

NO—Go to Page 50.

Take a copy of the Sketch Form for each Title slide
you want to make. Under the word “Copies” in the

INSTRUCTIONS

GENERAL:

CRITICAL COLOR:

upper right corner, write “Title Only”

Type each title on separate Sketch Forms in the
6 x 4 rectangles.

IF the title has more than four woras, use both
upper— and lowercase letters.

IF the title has four or fewer words, you may
use upgercase only

Go to Page 50.

AIDS:

)

PREVENTIVE
'fECHNIQUES

(= TIONS
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ORGANIZING MATERIALS

1. Examine all of your Sketch Forms for errors. If
possible, make the examination the day after com-
pletiing the sketches. You will be more likely to catch
errors or omissions that you had previousiy over-
looked.

2. Arrange your rough Sketch Forms in the order in
which they will be presented. (The sketches could be
spread out on a table or tacked to a board.)

Next, rehearse the presentation, correlating your
narrative with the sketches; make any sequence

changes needed.

3. In the upper right corner on each Sketch Form fill in
the following information:

(a) How the slide is to be finished

(b) The numbers in sequence of all your
Sketch Forms, including those for title

\

slides

(c) The number of copies you will need

TYPE : 45”(.7)!

/NO.: j

COPIES: o2

A

4, Duplicate the Sketch Forms, using any duplicating
process machine. If none is available, copy the Sketch
Forms and file the copies.

56
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ORGANIZING MATERI!ALS

5. Fill out a requisition for services. Most art depart-
ments use a standard form, which includes a copy for
your files. If your art service does not have a form,
you will have to ask the number of copies of the
requisition required; always make an additional copy
for your files.

Your requisition should include the following infer-
mation:

(2) Who is requesting the services; this is
usually your name or the unit, activity,

Requisition for Art S

Requested by: Robert Smith,
Bldg. I, Room 216,

Date Requ

etc., for whom you work

(b) Your address and phone number

(c) The present date and the date the
finished work is required; usually art
services ask for 10-15 working days, but a
large number of complex materials may

require more

6. Your requisition should order the following services:

(a) That the necessary copy and artwork be

prepared from each Sketch Form

(b) That the pieces of copy and artwork be
submitted to you when they are ready for
checking and approval before the finished

->» 1, Prepare slides from

. 2. Please send drawings any

slides are made

7. File one copy of the requisition.

CONTINUED ON PAGE 53.

previewed by me before
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Requisition for Art Services
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INFORMING ARTIST

READ STEPS 8-11 ON THIS PAGE CAREFULLY
BEFORE MEET!NG WITH THE ARTIST

8. Set up a meeting with the artist. When it is time for
the meeting, take the following items with you:

® all Sketcii Forms

e any photographs to be useri on slides

@ any visual aids for the artist

e the requisition and the required number of
copies

G. At the artist’s studio . . .
Are there any sketches with critical color indi~ated?

YES--Continue.

NO-Go to Step 11.

10. Ask to see the artist’s color charts. Select the best
color for each critical area and write the number or
identifying label for that color on the Sketch Form

beside the description of the critical color area

11. Turn in all materials to the artist; answer any
questions. '

INSTRICTIONS

GENERAL:

CRITICAL COLOR: %J@(a&o&
(o alacteol

AIDS:
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CORRECTING COPY AND ARTWORK

12.

13.

54

Wher, you have been notified that the copy and
artwork are ready for checking ...

Take your duplicate copies of the Sketch
Forms to the artist’s studio. Check the copy
and artwork against the Sketch Forms for
errors; also check the critical colors.

IF there are any errors—Continue.
IF there are no errors—Go to Step 14.
Write the corrections for each slide on separate sheets

of paper; also write that you want to see the revised
artwork and copy

Attach each paper to the appropriate piece; then
return the artwork and copy to the artist.

Repeat Steps 12 and 13 undil the artwork and copy
have been produced correctly. Then continue.

59
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CHECKING FINISHED SLIDES

14.

15.

16.

When you receive the Snished slide: check each one
for errors and legibility.

Test the legibility of each slide by projecting
it —OR— hold each slide one foot from your eyes and
try to read it.

ALL slides satisfactory—Continue.
ONE or more slides not satisfactory—

Type a requisition in duplicate (one copy
for your files) on which you indicate the

revisions to be made
Then take the requisition and the unsai-
isfactory slide back to the artist. When
the new slides are ready, repeat Step 14.

Does your agency keep a file of the artwork used to
make slides?

YES—Have the artist turn artwork over to the
person in charge of the files.

NO-File the artwork and rough sketches in
your own files.

Complete any further preparations for your presenta-
tion.

Date Reg
Rob't Smith,
Bldg. I, Rm. 216

Requested by:

1. Lateral view of lung needg
the upper lobe, apical ar
photograph.

9. Please send revision for
approval,

E—

# U. 5. GOVERNM



IDES

shed slides, check each oue
each slide by projecting
ne foot from your eyes and
ontinue.

tisfactory—

n duplicate (one copy
hich you indicate the

isition and the unsat-
: to the artist. When
eady, repeat Step 14.

file of the artwork used to

ist turn artwork over to the
rge of the files.

ork and rough sketches in
es.

eparations for your presenta-

Requested by: Rob't Smith, M.D.
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INSTRUCTIONS

GENERAL:

CRITICAL COTOR:

61

TYPE :

NO.:

COPIES:







